


















































































































































































Calling the employer in these cases also keeps him informed 
of the action we are taking--he knows we are worlclrrg on his 
opening. 

Therefore, we should make every effort to overcome errors 
that appear in the matching process. The applicant should be 
referred only after the differences are overcome. We can't 
just close our eyes--go ahead and refer--and hope for the 
best. 

When we are not able to overcome the errors that occur during 
the matching process, it is obvious that the worker should not 
be referred. 

We should never take the attitude that since we have called 
the applicant, we're obligated to refer him even though 
there are differences between his qualifications and the 
job requirements. Nor should we go ahead and refer such 
applicants because it's the easy way out--it's easier than 
refusing referrals. If we don't refer him, he can go 
ahead and apply on his own--then maybe he'll get the job 
anyway. 

It is better to explain to the applicant that his qualifi
cations are not those required for the job we had in mind 
and to attempt to locate other orders in the office for 
which he is qualified. Otherwise, we are doing the employer, 
the applicant, and ourselves, a disservice by not taking a 
stand in rejecting referral. Rejection of applicants not 
qualified for a specific job is as important as selecting 
qualified applicants for referral. 

MAKING THE REFERRAL 

It is good practice to call the employer when the referral 
is being made. This accomplishes several things: 

1. It verifies that the job is still open. 

2. It gives the employer information about the 
applicant. 

3. It "paves the way" for the applicant when he 
applies. 

4. It lets the employer know his order has received 
action. If the applicant doesn't report, the 
employer can let us know If the 
employer doesn't know when we make a referral and 
the applicant doesn't report, the employer thinks 
he's received no service and we think he has-
until we verify the referral. 
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It all ties in with the thing we've emphasized all along in 
these discussions--when we take an order, the employer should 
be kept informed as to the progress being made to fill it. 

When he knows that his order is receiving attention, and 
realizes that we are trying in every possible way to find 
him a worker, misunderstandings and complaints are not 
likely to arise. 

When the referral is made, the applicant should, of course, 
be informed of the arrangements that we have made with the 
employer, be given any tips possible on how to apply, and 
asked to let us know the result of his interview with the 
employer, 

ES-508 INTRODUCTION CARD 

Form ES-508 AB Job Bank Applicant Statistical Form (page 50 
J.B. Manual), is given to the applicant and he is instructed 
to present it to the employer. 

The purpose of the ES-508 Introduction Card is to: 

1. Assist the employer by: 

a. Introducing the applicant. 
b. Identifying the applicant. 
c. Providing a means for a report on the results 

of the interview. 

2. Assist the applicant by: 

a, Serving as his credentials from the ES. 
b. Giving information on to whom, when, and 

where to apply. 

3. Assist the ES: 

a. Provides ES information as to the action 
taken by the employer. It is a means of 
verification on placement or need for 
further service to employer. 

b. Provides statistical information 
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SP 17666 

ATTENTION EMPLOYERS SUBJECT 
TO EXECUTIVE ORDER "1170!. 
THIS APPLICANT IS A" 

QviETNAM ERA VETERAN 

ALFORIIVII 

OsrEctAL orsABLED VETERAN hvomcmWie-------------------------1 

A. Partially 
Registered 

B. MD'rA 
D. NYC 
E. Vo;:ulionnl 

RehabJiitQHon 
1". J!>b Corps 
l:l;'Qpemtlon 

Maln811e&lll 
J, ll'l!i 

)'" 
Bank 
Book 

. Job 
Order 
Form 

RESULTS 

I. ftirPd 
2, Rcfus~d Job 
3. FR Emp. Interview 
4. Failed ro rei'Ort for work 
5. job Filled 
6. Not Qualified 
7. Fail~rt Phys,,~J 
8. Failed Emp. Tes! 
9. Took Other l~elerral 

We should be certain that the applicant understands when he is 
to apply, where he is to apply, and who he is going to see. An 
effective way is to point out to the applicant that this infor
mation is recorded on the ES-508 Introduction Card and have 
him repeat these instructions to us. 

The important thing to remember is that the referral process 
is more than just a clerical operation involving making out 
a referral card. We need to do everything possible to arrange 
for a successful interview between the employer and the applicant 
that will result in a hire. 

Unsuccessful referrals accomplish nothing useful--we waste 
time, the applicant wastes time, and the employer wastes 
time. Therefore, each referral must have a good chance 
to make the referral a successful one. This means that we 
must be sure that the applicant is qualified, is "sold" on 
the job, and will make a sincere effort to get it. 
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It is essential that the applicant realize the significance 
of the referral. If the job has been presented in a positive 
and enthusiastic manner he will be more likely to accept the 
referral and to follow through by reporting to the employer. 

Responsibility of Applicant 

He should understand that he has a responsibility to cooperate 
by reporting to the employer and making an honest effort to 
get the job when he accepts the referral. 

Each interviewer should remember that the referral of an 
applicant has the potentiality of either enhancing or 
jeopardizing the relationships of the local office with 
employers and with applicants. 

Just as unfilled openings represent lost placements, unsuccessful 
referrals also represent lost placements. 

We know we will never be able to ''bat 1000" on referrals, but 
anything we do to increase the percentage of successful 
referrals improves our placement performance. 

We should not be concerned with the ratio of referrals to 
placements as such--only to the extent that it reflects 
potential for improvement. When good referrals are made, a 
good ratio follows. 

Sometimes employers want to interview 2 or 3 applicants before 
making a selection. This is the employer's prerogative, --we 
should not let this bother us--as long as we fill the opening. 
It's the situation where he interviews 2 or 3 applicants, but 
doesn't hire any that should concern us and we should find out 
the reason why. 

Direct telephone referrals should be used to a maximum. More 
than half of the call-ins to report to the local office indicates 
a weakness in application taking. The application card is a 
placement tool and as such should include all necessary infor
mation to match the applicants qualifications against the job 
requirements of the order. If this cannot be done the appli
cation does not meet manual requirements. 

Recording Referral Action 

Action taken to fill an opening is recorded by the interviewer in: 

1. The referral and placement record section of the 
application card 

2. The referral and placement section of the order 
form if there is no Job Bank Central Control in 
the office. 
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These notations of the action taken to fill the employer order 
provides a continuous record of the activities by the local 
office in behalf of both the applicant and employer. 

Instructions for recording this information are given later 
in this section. 

It is important that entries are made at the time the action 
is taken in order to have current information on the progress 
being made to fill the employer order and to place the applicant 
on a suitable job. 

VERIFICATION 

A placement is not complete until the interviewer verifies 
the worker has been hired and started working. Verification 
completes the placement transaction. 

The objective of verification is as follows: 

1. Tells if worker hired or not. 

2. If not hired, indicates need to take additional 
steps. 

3. Helps to correct any errors or misunderstanding 

4. Creates an opportunity to further improve employer 
relations. 

5. Can also result in picking up additional or new 
orders. 

Each referral should be verified within 24 hours after 
the employer has interviewed the applicant, so that, 
if necessary, additional referrals can be made without delay. 
Job Bank provides a flag (3 asterisks on the righthand side 
of Outstanding Referral Report indicates when referral is 
over 7 days old.) 

If we are to prevent any undue time lag should additional 
referrals be required, the rule for verification must be 
''better too early than too late". If the employer hasn 1 t 
yet decided when we call-nothing has been lost except the 
time spent to make the call. But we've given the employer 
the impression that we have a genuine interest in assisting 
him. 

When we learn the worker referred was not hired, w·e need to 
find out why. It may indicate that we lack the mutual under
standing that we discussed as being necessary when we covered 
order taking. We therefore need to make sure that our order 
accurately reflects the employer's requirements. 
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The verification process gives us an excellent opportunity to 
build good-will that should not be overlooked. Even though 
verification completes the immediate placement transaction, 
the way should be paved for additional business by offering 
our future assistance to the employer. 

The results of referral can be verified by several methods: 

1. By a telephone call from the employer or the applicant. 

2. By return of ES-508B Applicant Introduction to 
Employer from the employer, or occasionally, from 
the applicant. 

3. By a telephone call to the employer or the applicant. 

4. By mail correspondence to the employer or the applicant. 

The most prevalent method of verification is a telephone call 
to the employer. 

In determining the results of the employment interview, you 
might find that the applicant: 

1. Was accepted but is to enter on the job on a future 
date. If this is the case, you should find out when 
the applicant is to start, keep the order open for 
confirmation that the applicant began working. 

2. Accepted and started work. To complete this you 
make the required closing entries and close the 
order by either a notation on Pink 514B or notifying 
Central Control 

3. Did not accept, and the employer requests additional 
referrals. In this situation, you should determine the 
reason(s) for rejection, verify the performance and 
hiring requirements, recheck the referral instructions, 
continue the order as open, and reinstitute selection. 

4. Was not accepted, and the order is closed. In this 
situation, you should determine the reason for can
cellation. Record this on the order form and close 
the order. 

The information obtained through verification is recorded on 
the employer order in Job Bank and on the application card. 
The recording on the employer order should reflect the results 
of the employment interview for each applicant referred. 
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IESG-243 (Rev. 3-70 M&P) 

NAME (Last Name Only) 

SOCIAL SECURITY NUMBER 

Unemployment Compensation and Railroad Retirement Clailnants 
Forms IESC 243 and RRB21C 

In the case of applicants applying for unemployment insurance 
the placement interviewer notifies the local office claims 
section of any refusal to accept referral, or refusal of 
a job offer by the employer. Refusal to accept suitable 
employment, unjustifiable restriction as to availability, 
unwillingness to seek employment, failure to report to the 
local office to consider a job offer--niay make a claimant 
ineligible for further benefits. 

Form 243 is used to notify the claims section of any such 
action by the claimant. 

COMMUNICATICN FROM ES TO UI 

Note: 
If a disposition on this issue is desired, 
complete in duplicate and •x• this box c=J 

A, ON ________ THIS CLATh!ANT C, ON THIS CLAIMANT ESTABLISHED ONE OF THE 

1, Was Reported To Be 

0 Working 0 On Vacation 0 Sick 

2. Did Not Respond To A Call-In; 

0 TelephoneD Mailed 0 Tel,-Message 

3. 0 Was Placed on Job 

B, ON ____________ THIS CLAIMANT 

OARRDARJ DHNR ONR 
FIRM NAME----------------

ADDRESS:-::=============== JOB CODE. 
JOB TITLE----------------
RATE OF PAY ____ _uURATION _______ _ 

HOURS DAYS---------

Job Order Reasonably Matches Claimant's 
Experience and/or Training DYes O No 

CLAIMANT'S REASON FOR ACTION ________ _ 

FOLLOWING RESTRICTIONS ON HIS EMPLOYMENT CONSIDERATION 

•1. Minimum A:o:o:e~p~t:a:b~l=e~W:a~g~e:::=========-2. Location 
3, Other-------------------

THIS CLAIMANT'S PROSPECTS FOR EMPLOYMENT IN VIEW OF 
RESTRICTIONS ARE GOOD NOT GOOD 

D. IF WAGE IS A FACTOR IN SECTION B OR C ANSWER THESE 
QUESTIONS, 

1, Wage On Le.at Job er·-------
2 • Restriction is n Above Q Is Not Above The 

Approximate Averile Wage For Chosen Occupation. 

IF ABOVE, APPROXIMATE AVERAGE WAGE RANGE IS 
From To Per 

E. 0 CODE GRANGE/ 0 CODE---------'--

TITLE-------------------
F, C~TS _______________________________ __ 

M--------------------DATE--------------

• Primarily for Adverse minimum wage established after a "job test•. 

In the case of a claimant for Railroad Retirement Benefits 
the interviewer fills out a copy of the pre-addressed RRB 
Form ES 2lc, Report on Placement or Refusal of Job Offer, 
and mails it to the designated Railroad Retirement Office. 
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DATE 
CALLED REF, OTHE 

Orders on Which No Referrals are Made 

On orders on which there has been no action, contact the 
employer at least every ten days until the order is closed 
by placement, or cancellation. 

Orders are to remain active without service for no more than 
30 days. At the end of 30 days they must be rewritten or 
cancelled. On certain orders such as commission sales or 
domestics, the employer should be advised when the order is 
taken of the thirty day cancellation policy. 

Recording Call-in, Referral and Placement Information 

Post entries in the Record of Service section of the applica
tion card for the purpose of providing an adequate and con
tinuing history of local office action taken on behalf of a 
registered applicant. 

RECORD OF SERVICE 
EMPLOYER1S NAME OR 

JOB D.O.T. 
JOB REFERRAL ACTIVJ1'Y 

TYPE OF SERVICE ORDER NO, DUR, PAY RESULT 

1. Entries are made at different times as the various 
steps of the placement process are being carried out. 

a. At the time the applicant is called in, entries 
are made in the called, employer name, Job DOT, 
Job Order Number, Duration and Pay columns. If 

REMARKS 

the applicant is selected for a job opening im
mediately following the taking of his application, 
during his first visit to the office, these entries 
are made at the time of referral. 

b. Entry is made in the "Referred" column when the 
interviewer refers the applicant to a job, de
cides not to refer the applicant, or when the 
applicant does not respond to call-in. 
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c. Entry is made in the "Results" column when the 
local office learns the result of the referral. 

d. Entries are made in the "Remarks" column as the 
various steps are taken to complete the place
ment process for the applicant. 

2. Entries are made in the Record of Services section 
of the ISES-511 Application Card in order to provide 
an adequate and continuous history of local office 
activities taken on behalf of a registered applicant 
and are made when the various steps of the placement 
process are carried out. 

If an applicant is called in about a job opening, and 
then referred to the job opening, entries are made in 
the following sections of the Job Referral Record: 

Date Called 
Employer's Name 
Job D.O.T. 
Job Order Number 
Duration 
Pay 

Entry is made in the "Results" Column when the local 
office verifies the result of the referral. 

The other column is used to enter the number of Job 
Development Contacts made for the applicant, follow 
up contacts and referral to other agencies. (See 
application unit for more information on entering 
these items.) 

Instructions for Recording 

Entries in the Record of Service of the application card are 
as follows: 

Date Called. Enter in figures in order of month, 
day, and year the date that an attempt was made 
to contact the applicant. This date should be 
entered even though the applicant was not actually 
contacted as a result of the attempt to notify him 
of the job opening. 

After the date in the Date Called Column enter the appropriate 
symbol to describe the type of call-in: 

T - Telephone 
TM - Telephone message left for applicant 
M -Mail 
P - Personal contact 

Application selected from walk-in. 
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The interviewer making the call-in enters his initials 
above the date. 

Date Referred: Enter in figures, in order 
year the date the applicant was referred. 
enters his initials above the date, 

of month, day, and 
The interviewer 

Enter a dash (-) if the applicant responded to call-in but 
was not referred. Give reason under Remarks. 

Enter NR (Not Report) if applicant did not respond to call-in. 

Employer's Name. Enter name of the employer as given on the 
ISES-514 Job Order. 

Job D.O.T. Enter the D.O.T. number of the job. 

Job Order Number: Enter number of Job Order. 

Duration. Enter the duration of the job. 

Pay. Enter the rate of pay. 

Results. Enter. 

H - Hired. 

RJ- Refused Job. 

FRE - Failed to report for employment interview. 

FRW - Failed to report for work. 

JF - Job Filled 

NQ - Not qualified. 

FP - Failed physical. 

FET - Failed employment test. 

TOR- Took other referral (Employer hired other referral). 

Remarks Column - Typical entries in this column include: 

7-1-73 IESC 243 to Claims P.S. 
7-1-73 RRB ES 216 P.S. 
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Recording Entries on the Order Form 514B 

In most local offices the interviewer makes entries in the top half 
of the reverse side of the order as follows: 

l. Date -

2. Int. -

3. DOT -

The date the file is searched. Usually same 
date as order is taken. 

Interviewer's initials. 

Areas File Searched - code numbers searched for 
applicants. This may be same numbers as order 
plus related codes. 

4. Total Call-ins - The number of applicants who are called 
in as a result of file search. 

5. No. of Veterans - The number of veterans called in for 
referral. 

6. No. of Minority Groups -The number of minority applicants 
called in for referral. 

7. Clearance Activity- If the order is placed in the job 
inventory or released out of state, it will 
be noted and dated. 

8. Advertising Activity - If advertising is used to recruit 
workers for the order a notation will be made 
in this section and dated. Examples of entries 
might be radio spot announcements, newspaper 
advertising or mini-profiles. 

In the lower half of the order form the interviewer makes the following 
entries: 

1. Date Referred - Enter the actual date the applicant is 
referred to the employer. 

2. Int. -

3. Name -

Enter the initials of the interviewer making 
the referral. 

Enter the name of the applicant being referred. 

4. Social Security Number -Enter applicant's social security 
number. 

5. DOT Code- Enter the primary code of the applicant from 
the application card. 

6. Results - Enter the results of referral in letters from 
the Job Bank Printout or by verification: 
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7. 

H Hired 

RJ Refused Job 

FRE Failed to report for employment interview 

FRW Failed to report for work 

JF Job Filled 

NQ Not Qualified 

FP Failed Physical 

FET Failed Employment Test 

TOR Took other Referral 
(Employer hired other referral) 

If your office is using !ESC 971 to report results of 
referral to Job Bank Central Control, you will also 
enter your verifications there. In item 25 you will 
note the one digit number from the 508B, item 75. You 
will also enter the mode of verification in item 26 
using the one digit numbers in item 76 of the 508B. 

Mode - Enter verification mode in letters: 

M Mailer 

T Telephone 

0 Other 

8. Referral Comments - Enter any pertinent comments related to 
the referral. In non-Central Control offices if 
the referral is verified locally, the interviewer 
should enter VER, date and initials in this column. 

9. Order Comments - Discussions concerning discriminatory 
specifications. Employer contacts on orders on 
which no referrals are made. Reason for cancellations. 
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Instructions for Job Bank Statistical Form 508A-B 

Upper Left 

1. Introducing - Enter name of applicant. 

2. Applying for Position of - Enter employer's job title. 

3. Comments - This space may be used by the local office 
for recording any pertinent comments. 

4. Executive Order 11701 - Check appropriate box if applicable: 

Vietnam Era Veteran for ESARS Codes 0, 1, 3 and 4 

Special Disabled for ESARS Codes 2, 5, 9 

5. ES Representative - The interviewer who makes the referral 
signs his name in this space. 

6. Date - Enter current date. 

Upper Right 

1. Company Name - Enter name of employer as shown on job order. 

2. Company Address -Enter street address of employer. 

3. City, State, Zip Code - Enter city, state and zip code. 

4. Whom to See - Enter name of person to whom the applicant is 
to report for interview. 
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1-6 Job DOT - Enter 6-digit codes (or first 6 digits of 
nine digit code) shown on job order. 

7-12 Job Order Number - Enter six-digit order number as it appears 

15-23 

25-38 

39-45 

46-51 

52 

53-54 

55 

56 

on. 

Social Security Number Enter nine digit social security 
number of applicant. 

Name - Enter the applicant's last name, a comma 
without a space, applicant's first name, 
space and middle initial. You may abbreviate 
if desired. 

Applicant DOT - Enter the DOT code as given starting at 
the left most position without spacing. 
Include the "x" symbol if used, but do not 
use a period or dash. 

Date of Appointment - Enter date applicant is to report to 
the employer for interview. 

Source -

Age -

Ethnic -

Sex -

Enter in space below the appropriate one-digit 
code to designate source or method of call-in. 

Enter in the space below a two-digit number 
to show the applicant's year of birth. 

Enter appropriate code to indicate applicant's 
ethnic group. 

Enter in the space below the one-digit code 
to indicate the sex of the applicant. 

57 Spanish Surname - Enter a one-digit to indicate whether 

58 Income -

59 Program -

applicant is a member of Spanish Surname 
group or is not. 

Enter in the space below the appropriate 
code to indicate the economic status of 
individual as defined in ESARS. 

For a partially registered applicant enter 
the letter A in the space below. If the 
applicant participated in any of these 
programs during the past twelve months, enter 
the appropriate letter. If he participated 
in more than one enter the most recent. 
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60 

62 

63-64 

65-68 

69-70 

71-72 

~T- Enter the appropriate code using ESARS Desk 
Aid !ESC T-1193 to determine. 

1. Record ESARS Veteran Codes 0, 1 and 2 as Code 2. 

2. Record ESARS Veteran Codes 3, 4 and 5 as Code 4. 

3. Record ESARS Veteran Codes 6, 7, and 9 as Code 3. 

4. Code 1 for non-veterans. 

U.I. -

Education -

Enter in space below the appropriate code 
to indicate whether or not applicant is 
or is not presently a UI claimant. 

Enter in the space below two digits to indicate 
the highest school grade completed by the 
applicant. If none, enter 00. 

Local Office No. - Enter your four-digit local office 
number (same as ESARS). 

Status -

Desk -

Enter first two digits of your assigned 
number. 

Enter the last two digits of your assigned 
number. 

73 Mailer Requested - Always enter a 2 in this item. 

74 Referred From - Enter the appropriate one digit to indicate 

75 Results -

if the referral was made from the original 
order or the Job Bank Book. 

Enter the appropriate code to indicate the 
result of referral. 

76 Verification Mode - Enter one-digit code to indicate mode 
of verification. 
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Practice Exercise on Referral and Post-Referral 
Entries-Hypothetical Situation 

At approximately 2 p.m. on June 10, 1973, the Lightning Electric Company of 
Middletown, wholesale distributors of electrical household appliances, 
placed an order for two experienced typists for permanent jobs. The 
active 203.588 file is searched. Mary Doe is contacted by telephone and 
plans to report to the office the next morning. The placement inter
viewer is unable to contact Jane Brotm by telephone so an ISES-504 
Call-In Card is mailed to her requesting her to contact the local office. 

The following morning, June 11, Miss Doe reports to the office and is 
given a pre-referral interview. She is told the job as typist is permanent 
and will pay $75.00 per week. She is interested in the opening and is 
referred to the employer. 

The following morning the· interviewer calls the employer and is told 
Miss Doe has started to work and seems most satisfactory. 

The interviewer then stated he expected to send another applicant 
later in the day and that he felt she should prove equally qualified 
for the remaining opening. The employer replied that he didn't have the 
other opening now and wanted to cancel the order. When the interviewer 
asked the reason for this cancellation, the employer stated that he had 
rehired a former employee. 

The employer thanked the interviewer for referring Mary Doe and said 
he would call again when he had an opening. 

On the afternoon of the same day, (June 12) Jane Brown reported. As 
the opening for the Lightning Electric Company was now filled, Miss 
Brown was not referred. 

On the next two pages are facsimiles of two applications and a job 
order form. Make the necessary entries to the three forms based on 
the narrative above to indicate the actions taken, 
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DATE 

CALLED REF 

DATE 

CALLE() REF. 

Application for Mary Doe 
DOT Code: 203.588 
Social Security No.: 507-60-4130 

RECORD OF SII!RVICII! 

EMPLOYER'S NAME OR 

OTHER TYPE OF SERVICE 

Application for Jane Brown 
DOT Code: 203.588 

JOBD.O.T. 

Social Security No.: 780-50-5965 

jOB 
ORDER NO. 

ll'liii!CORD OF SII!RVICII! 
EMPLOYER'S NAME OR 
TYPE OF SERVICE JOB D.O.T. 

JOB 

OTHER ORDER NO. 

-28-

REFERRAL ACTIVITY 
REMARKS 

OUR PAY RESULT 

REFERRAL ACTIVITY 

OUR. PAY RESULT 
REMARKS 

---



LIGHTNING ELECTRIC COMPANY Job Order Number: 113456 
DOT Code: 203.588 

DATE INT DOT AREAS FILE SEARCHED TOTAL 
CALL-INS 

.-_D\IEATISING ACTIVITY CL.EAFIANCE: ACTIVITY 

DATE INT NAME 
SOCIAL SECURITY 

DOT NUMBER 

••• COMMII:NTS 
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NO. OF NO. OF MINORITY 
VETS GROUPS 

RES-
MODE COMMENTS 

ULTS 

VERJI'I· 
RESULTS CATION 

MOPE 
1. Himd 
2. Refused Job l. Mailer 
3. FR E10p. lntervi.ew 2. Tele· 
4. Falled Ia report (Qf work phone 
5. Job Filled 3. Other 
6, Not Qualified 
7. Failed Physical 
8. Failed E!l'lp. Te•t 
9. Took Otbef Relent 
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PART VI 

THE JOB DEVELOPMENT PROCESS 

Job Development Defined 

Job Development is a sales technique used as a means of job placement for 
every type of applicant, including the highly qualified, and the difficult 
to place. Job Development should not be confused with regular referral, 
job restructuring, or promotional telephone contact. It is a technique 
that can be used by the Interviewer to provide another way to get a job 
for the applicant which he has been unable to get for himself. It can 
alco be taught to the applicant as another job seeking skill for him to 
use on his own. Although its prime purpose in the past has been mainly 
for people with highly developed, specialized skills, there is an increas
ing awareness of the need and value to use effective job development tech
niques with all applicants. 

As in any type of product sales, this process requires a thorough knowledge 
not only of the appli.cant (skills, particular problems, etc.), but also of 
the employer (specific needs and preferences). The main goal of Job Develop
ment is to obtain a job interview for an individual where there had been 
no appropriate order on file, but where he will at least get the opportun
ity to "sell" himself in a personal interview with the employer. To achieve 
this goal, we must recognize, develop and learn effective sales techniques. 

Criteria For Use 

Before Job Development can be used with a particular individual, we must 
consider certain criteria: 

He must be able to state a job goal. 

The job goal (as assessed by the Specialist) must be appropriate 
with the applicant's qualifications. 

The applicant and the Specialist must agree on the job goal. 

The local labor market must contain positions of this type. 

The applicant must be available for work. 

If the applicant is unable to state a job goal, or there is disagreement 
on the appropriateness of the job goal, there can be no further ~-develop
ment activity until these problems are resolved. Counseling and/or testing 
may be appropriate at this time. 

Only at the point where there is agreement 
cant can job development activity resume. 
development contact. 
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Planning the Contact 

Planning the job development contact is essential, since haphazard 
contacts can do more harm than good. Lack of planning might result 
in a contact which is unsatisfactory to both the applicant and the 
employer. It may also affect your own confidence and image as an effec
tive person. Preparation, then, involves knowing not only the qualifi
cations and liabilities of your applicant, but also the particular needs 
of the employer you are contacting. 

Sources for Job Development Leads 

Before preparing for a contact, there are several sources the Inter
viewer can use to get job development leads. These include: 

1. Personal knowledge 

2. Local Employment Service Office records 

3. Other staff in the office--including Placement Specialist 

4. Unen>ployment Compensation--indicates which companies are lay
ing off, and which ones are rehiring 

5. Trade and professional journals 

6. News ads 

7. Radio--T.V. 

8. List of new employers in area (get them from Chamber of Commerce) 

9. Other community organizations 

10. Yellow pages 

11. Social contacts 

Preparation 

Effective preparation involves: 

A. Choosing applicants who meet the criteria as outlined in the section 
Criteria for Use. --- ---

B. Knowing all of the applicant's qualifications 

1. Experience 

2. Related work experience 
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3. Training 

4. Aptitude 

5. Hobbies 

6. Motivation 

C. Knowing all of the applicant's restrictions 

1. General health 

2. Handicaps 

3. Wage(s) 

4. Hours 

5. Location 

6. Transportation 

D. Knowing the employer 

1. Type of business 

2. Types of jobs 

3. Individual hiring practices 

4. Possibility of staff expansion or reduction 

E. Knowing possible employer objections 

1. Age 

2. Handicapped 

3. No previous experience 

4. Employment gaps (prison, mfontal illness) 

5. Poor work history(job-hopping, fired, poor references) 

6. Personal appearance 

F. Meeting possible employer objections 

When you are confident that you know both parties well in terms of 
job expectations, you are ready to make the job development contact. 
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At this point, and only at this point, are you ready to attempt to 
sell an applicant to the employer. There are five basic steps-
all of them proven, effective sales techniques. 

Establish Contact 

The first step is to establish contact. 

It is absolutely necessary to establish contact with the person who 
has the responsibility and authority for hiring. How this is done 
depends on the mode of contact whether it be a personal visit, letter, 
telephone call, or any other way you can dream up. 

Your telephone, which is flexible, speedy,and economical, is likely 
to be your most often used mode of contact. Since it is unlikely 
that you will make immediate contact with the person responsible for 
hiring, it is imperative that you get his name and position (if not 
already known), and establish contact with him by introducing your
self, y'our agency, and the purpose of your call. Remember, your 
purpose is only to obtain an interview for the applicant by selling 
his skills. 

Arouse Interest 

The second step is to arouse interest. 

You must immediately attempt to arouse the employer's interest by intro
ducing your applicant in terms of skills that the employer values. 
This initial statement must be well-planned, concise, and under no 
circumstances should you: 

l. Ask for job openings 

2. Introduce applicant by name 

3. Describe applicant in terms of physical or personal 
characteristics 

Develop Interest 

The third step is to develop interest. 

If your opening statement is well planned and if the employer is at all 
receptive, you must immediately capitalize on his interest by further 
describing your applicant's qualifications, namely: 

1. Experience 

2. Related work experience 

3. Training 
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4, Education 

5. Aptitude 

6. Hobbies 

7. Motivation 

This statement again must be well planned, concise and serve to further 
attract the employer to your applicant. 

Meet Objections 

The fourth step is to meet objections. 

Oftentimes, the employer will ask questions about the applicant or raise 
objections. It is imperative that you anticipq.te employer objections and 
be prepared to meet them with short, positive statements. When possible, 
make every effort to turn the objection into an asset. For example, if 
the age of your applicant raises objections, your reply could be "Yes, he 
is 58 years old, BUT he has 15 years experience in assembly and is very 
anxious to get steady, long-term employment". 

Sometimes an employer may have a valid objection, but this should be 
avoided by carefully matching the applicant and the employer. When the 
objective is valid, retreat gracefully and ask if you can be of any other 
service. 

Close the Sale 

The fifth and final step is to close the sale. 

The first positive feedback you get from the employer should cue you into 
the final step, closing the sale. You are only trying to get an inter·· 
view, not a job, so attempt to set up a specific appointment for an inter
view and then quickly and courteously close the conversation. 

In summary, there are five basic steps to getting the job interview: 

5. Close 
Sale 

4. Meet 
Objections 

3. Develop 
Interest 

2. Arouse 
Interest 

1. Establish 
Contact 
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Types of Employers 

One type of employer is the satisfied~· 

He is relatively easy to work with. He is important because his continued 
goodwill makes your placement efforts easier by: 

l. Being receptive to you 

2. Spreadi.ng the word to other employers 

A second is the dissatisfied user. 

He is difficult to work with because of past experience with your agency. 
His hostility may be directed toward you and/or your agency. 

l. Never argue with him. 

2. Do not treat his complaints lightly; express concern for his 
previous experience. 

3. Offer improved service by suggesting that as you become more 
familiar with his company, referrals will be more appropriate. 

4. Suggest tour of his firm. 

5. As quickly as possible, refocus the call on the specific individ
ual that you are calling about. 

The third type is the unknown employer. 

You know of him, but he has never heard of your agency. He is particularly 
important because his potential as a user or resource for your agency 
depends on how professional your approach is. Take the time to briefly 
explain your agency to him, emphasizing that your service is free and use
ful to him. 

A fourth type is the indifferent employer. 

Bored, thinks he does not need you. Could be difficult to work with, 
depending on how well you are able to arouse and develop his interest 
in your applicant. 

The fifth type is the busy employer. 

Possibly irritated by the timing of your call. Again, depending on your 
ability to arouse and develop his interest, your best bet may be to excuse 
yourself and ask for a more convenient time to call. If you anticipate a 
busy employer, ask his secretary to suggest a convenient time to call. 

The sixth type is the interested employer. 

Should you encounter an employer who asks several questions about your 
agency, you have an excellent opportunity for doing some Public Relations 
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work which, again depending on how proficient you are, will affec:t his 
use of your agency. 

You will not always know which type of employer you will encounter, BUT 
you must be prepared to handle any kind of response you will get: from 
these different employers. 

Self Evaluation 

In order to gain expertise in this process, it is necessary to evaluate 
your job development contacts. Important questions to ask yourself after 
earh contact are: 

1. Was my contact planned? 

2. Was my voice clear and well-modulated? 

3. Did I introduce myself and the agency properly? 

4. Did I use a minimum of well-chosen words? 

5. Did I create interest? 

6. Did I listen to the employer so as to determine his needs? 

7. Did I meet the objections offered in a professional manner? 

8. Did I have all the facts? 

9. Did I avoid impertinence, impulsiveness and impatience? 
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